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CHAPTER I  
INTRODUCTION
There i s  a d e f i n i t e  need  f o r  a  P r a c t i c a l  S tu d e n t  As­
s o c ia t io n  A ccoun ting  System  in  M ontana. T h is  y e a r  th e  s t a t e  
l e g i s l a t u r e  h a s  p a sse d  a  law  t h a t  a l l  s tu d e n t  a s s o c i a t io n  
fu n d s he a u d ite d  a n n u a l ly .  An amendment, number 4 5 , i s  b e ­
in g  added to  the  law  in  s e c t io n  1015 , S choo l Law Book, and 
re a d s  a s  fo l lo w s :
To p ro v id e  f o r  a sy stem  o f  bookkeep ing  and  an n u a l 
a u d i t in g  o f  e x t r a - c u r r i c u l a r  fu n d s ; su ch  bookkeep ing  
system  to  be recommended by  th e  S t a t e  Bank Exam iner 
and such  a u d i t  to  be made by a q u a l i f i e d  a c c o u n ta n t  
o r  by  th e  S t a t e  Bank Sxeuainer i f  so r e q u e s te d .  I f  
th e  a u d i t  i s  made by th e  S t a t e  Bank E xam iner, th e n  
th e r e  s h a l l  be upon c o m p le tio n  o f  th e  a u d i t ,  be p a id  
from  th e  e x t r a - c u r r i c u l a r  fu n d s  a  fe e  o f  t h i r t y  d o l­
l a r s  (# 3 0 ,0 0 ) p e r  day  p e r  man, to g e th e r  w ith  a c t u a l  
t r a n s p o r t a t i o n  e x p e n se s , i n to  th e  s t a t e  t r e a s u r y ,  and  
th e  S ta te  T re a su re r  s h a l l  a c c r e d i t  such  payment to  
th e  s p e c ia l  exam iners fu n d . A c e r t i f i e d  copy o f  such  
a u d i t  w i l l  be f i l e d  w ith  th e  coun ty  s u p e r in te n d e n t  o f  
s c h o o ls ,  and s h a l l  be p u b l is h e d  by s a id  s u p e r in te n d e n t  
i n  th e  p u b l ic a t io n  o f  a  new spaper p u b lis h e d  w i th in  th e  
d i s t r i c t ,  o r  i n  case  th e re  i s  no p a p e r p u b l is h e d  w i th in  
th e  d i s t r i c t ,  i n  a  new spaper p u b lis h e d  w i th in  th e  c o u n ty , 
i f  an y , and i f  none i n  th e  c o u n ty , th e n  in  th e  n e a r e s t  
new spaper p u b lis h e d  in  an a d jo in in g  c o u n ty , and paym ents 
o f  su ch  p u b l ic a t io n  s h a l l  be made from  th e  e x t r a - c u r r i c u ­
l a r  f u n d s .1
The l e g i s l a t u r e ,  i n  t h i s  r e s p e c t ,  i s  m aking th e  ad­
m i n i s t r a t o r ’ s p o s i t io n  more se cu re  by g iv in g  th e  g e n e r a l  
p u b l ic  one l e s s  t h in g  to  f i n d  f a u l t  w ith  i n  sc h o o l a d m in is­
t r a t i o n .  The S ta te  Bank Exam iner i s  go ing  to  recommend good 
bookkeep ing  sy s te m s. Such a sy stem  i s  b e in g  p re s e n te d  h e r e .
iM ary M. Condon, L e g i s l a t i o n . (D epartm ent B u l l e t i n  
No, 14 , M arch 17 , 19 5 3 ), p .  1 .
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M ontana i s  n o t  a lo n e  i n  p a s s in g  law s d e a l in g  w ith  
s tu d e n t  a s s o c ia t io n  fu n d s , a s  many s t a t e s  h ave  p r e v io u s ly  
p a sse d  such  la w s , and many more w i l l  fo l lo w . L o rin g  C. H al- 
b e rs ta d tB  in fo rm s u s  t h a t  many s t a t e s  have p a sse d  law s t h a t  
govern  th e  d e p o s i ts  and p r o t e c t io n  o f  e x t r a - c u r r i c u l a r  a c t i v ­
i t y  fu n d s . I n d ia n a ’ s law s t a t e s  t h a t  when any  fu n d s a re  c o l ­
l e c te d  and expended fo r  th e  p u rp o se  o f  p a y in g  any expense 
w hich  may be in c u r r e d  i n  c o n d u c tin g  any a t h l e t i c ,  s o c i a l ,  
o r  o th e r  sc h o o l f u n c t io n ,  r e p o r t in g  and a c c o u n tin g  o f  such  
fu n d s  m ust be a  p u b l ic  r e c o rd  open to  in s p e c t io n  by i n t e r ­
e s te d  p e rs o n s . T h is  law a ls o  p ro v id e s  f o r  an  a p p o in te d  t r e a s ­
u r e r  o f  such  fu n d s  who i s  bonded . The S ta te  Board o f  A ccounts 
i n s p e c t s  and  s u p e rv is e s  a l l  fo rm s and r e c o r d s .
The fu n d s  to  pay f o r  th e  a u d i t ,  a s  th e  law s t a t e s ,  
s h a l l  come from  th e  s tu d e n t  a s s o c ia t io n  fu n d s ; t h e r e f o r e ,  
th e  a d m in is t r a to r  sh o u ld  keep th e  a c c o u n tin g  system  as  e a s ­
i l y  a c c e s s ib le  a s  p o s s ib l e .  Some s u p e r in te n d e n ts  g o in g  in to  
t h e i r  f i r s t  a d m in is t r a t iv e  p o s i t io n  do n o t  r e a l i z e  th e  im­
p o r ta n c e  o f  a  good, s im p le , w e ll  a d m in is te re d  s tu d e n t  a c c o u n t­
in g  sy stem .
I f  a  p e rso n  would ta k e  tim e  to  exam ine s e v e ra l  s y s ­
tem s b e in g  u sed  in  su rro u n d in g  s c h o o ls ,  he w ould f i n d  th e  
tim e sp e n t w o rth w h ile , and he would be r e p a id  tim e and tim e 
a g a in  i n  th e  p re v e n tio n  o f  p o s s ib le  em barrassm en t. He m igh t 
f in d  t h a t  a  v i s i t  w i th  a  n e ig h b o r in g  a d m in is t r a to r  who had  a
^L o rin g  C. H a lb e r s ta d t ,  "S choo l Community F u n d s ,"  The 
N a tio n s  S c h o o ls . 5 1 :9 8 -1 0 0 , A p r i l ,  1953.
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good p la n  and who showed w i l l in g n e s s  to  d is c u s s  h i s  id e a s  
would be s u f f i c i e n t .
C e c il  V . M illa rd ^  t e l l s  u s t h a t  th e r e  m ust be a  cen­
t r a l  o rg a n iz a t io n  f o r  a u d i t in g  a l l  e x t r a - c u r r i c u l a r  a c t i v i t y  
fu n d s , and th e  means o f  c h eck in g  sh o u ld  be s p e c i f i c  and d e f i ­
n i t e .  In  c a r r y in g  on an i n v e s t i g a t i o n  in  p a r t s  o f  M ontana, 
a  p e rso n  w ould f i n d  some sc h o o ls  co u ld  b e n e f i t  by fo l lo w in g  
Mr. M i l l a r d 's  s u g g e s t io n .
There a re  v e ry  few s u p e r in te n d e n ts  i n  th e  s t a t e  to d ay  
p re p a re d  to  do an o u ts ta n d in g  job o f  a c c o u n tin g  so any work 
done i n  t h i s  l i n e  sh o u ld  be a  b ig  a id  to  a d m in i s t r a to r s ,  e s ­
p e c i a l l y  to  th e  young o n e s . A rth u r  B. Moehlman^ makes t h i s  
p o in t  c l e a r ly  by s t r e s s i n g  t h a t  th e  s u p e r in te n d e n t  i s  n o t  ex­
p e c te d  to  be an e x p e r t  c o s t  a c c o u n ta n t ,  b u t he  ough t to  un­
d e rs ta n d  th e  g e n e ra l  p r i n c i p l e s  and th e  m echan ics o f  a c c o u n t­
in g  in  o rd e r  to  e n a b le  him  to  re c o g n iz e  a c c o u n ts  and  i n t e r ­
p r e t  them. A few d o l l a r s  m isp la c e d  o r  c r e d i t e d  to  a n o th e r  
acc o u n t can g iv e  a  s tu d e n t  a d o u b tfu l  im p re ss io n  o f  th e  su­
p e r in te n d e n t .  R e g a rd le s s  o f  a  p e r s o n 's  h o n e s ty  o r  a b i l i t y  
to  f in d  h i s  m is ta k e  w ith in  a m a t te r  o f  m in u te s  or by th e  
fo llo w in g  m o rn in g , he sh o u ld  ta k e  every  p r e c a u t io n  to  m ain­
t a i n  th e  t r u s t  o f  a l l  w ith  whom he makes c o n ta c t .  By so do­
in g ,  th e re  i s  l i t t l e  chance o f  s tu d e n ts  o r o th e r s  a c c u s in g
3 c e c i l  V . H i l l a r d ,  O rg a n iz a tio n  and A d m in is tra t io n  
o f  E x tra  C u r r ic u la r  A c t i v i t i e s  (N ew "% rk: A. S . B arnes and 
Company, 1 9 3 0 ), p . 1&4.
4 A rth u r B. Moehlman, P u b lic  Schoo l F in an ce  (C hicago: 
Rand McNally and Company, 1 9 2 7 ), p .  17 .
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th e  s u p e r in te n d e n t  o f  m is a p p ro p r ia t in g  fu n d s .
The young a d m in is t r a to r  g o in g  I n to  a  sch o o l f o r  th e  
f i r s t  tim e f in d s  h im s e lf  busy d o in g  many th in g s .  B a r i  8 1 -  
f e r t S  t e l l s  u s  th e  a ^ l n l s t r a t o r  m u st d e a l  w ith :  (1 ) keep­
in g  and  m aking r e c o rd s  o f  a l l  k in d s ,  (S) s e l e c t i o n ,  t r a i n i n g  
and s u p e rv is in g  o f  th e  sc h o o l and m a in ten a n ce  p e rs o n n e l ,
(3) h o u s in g  p ro b lem s, (4) th e  p ro b lem s o f  f in a n c e ,  In c lu d in g  
b u d g e tin g , sc h o o l d e b ts ,  a c t i v i t y  f in a n c e , (5 ) p u p i l  a c c o u n t­
in g ,  (6) r e s e a r c h  e iffo rd ln g  meuay v a r i e d  o p p o r tu n i t i e s  f o r  
l o c a l  an sw ers , (7 ) g u idance  I n  a l l  o f  I t s  f a r  r e a c h in g  a s ­
p e c t s ,  (8 ) p u p i l  c o n tr o l  and d i r e c t i n g ,  (9) th e  e x a c t in g  and 
e x te n s iv e  e x t r a - c u r r i c u l a r  p ro g ram s, (10) a d m in is t r a t iv e  o r ­
g a n iz a t io n ,  (11) c u r r i c u l a r  p la n n in g  and d i r e c t i o n ,  (12) s c h o o l 
I n t e r p r e t a t i o n ,  e s p e c i a l l y  f o r  s c h o o l p a t r o n s .
The h ig h  sc h o o l a d m in i s t r a to r  to  be c o m p le te ly  edu­
c a te d  m ust be a  " j a c k - o f - a l l - t r a d e s "  and a  " m a s te r - o f - a l l "
I f  th e  s tu d e n ts  a re  to  be  se rv e d  a d e g tu a te ly . W ith  t h i s  f i n e  
coverage  o f  th e  th in g s  e x p e c te d  o f  a  young a d m in is t r a to r ,  
th e  r e a l  p u rp o se  o f  t h i s  problem  I s  b ro u g h t to  l i g h t  w ith  
th e  hope t h a t  some o f  th e  q u e s t io n s  w i l l  be answ ered  con­
c e rn in g  th e  S tu d e n t A s s o c ia t io n  A cco u n tin g  System .
S B arl S l f e r t ,  "What T ra in in g  and  E x p e rien c e  S ta n d ­
a rd s  f o r  th e  S econdary  S choo l P r i n c i p a l s , "  N a tio n a l  A sso c ia ­
t io n  o f  Secondary  S choo l P r i n c i p a l s . 3 5 :6 0 -6 2 , A p r i l ,  1951.
R eproduced with perm ission of the copyright owner. Further reproduction prohibited without perm ission.
OHâPTKH I I  
PBEVIOUS WORK ON THE ÏROBISM
T here h a s  been  some work done on t h i s  a l l  im p o r ta n t  
p rob lem , and th e r e  i s  l i t e r a t u r e  a v e d la b le ,  m o s tly  w r i t t e n  
i n  th e  l a t e  tw e n t ie s  and th e  e a r ly  t h i r t i e s .  These m a te r i a l s  
a re  needed  i n  fo rm ing  a  baokground f o r  t h i s  p rob lem  to d a y .
One o f  th e  o u ts ta n d in g  u p - to - d a te  p ie c e s  o f  work done 
on t h i s  p rob lem  was com pleted  by V ic to r  0 . D av id so n l i n  w hich  
he e x p la in s  th e  P a rk  County H igh S ch o o l a c c o u n tin g  sy s tem .
In  h i s  p r o f e s s io n a l  p ap er he  s t a t e s ,  "To p la c e  th e  a c c o u n t­
in g  o f  E x tr a  C u r r ic u la r  A c t i v i t i e s  Funds on a  sound b a s i s  i s  
an a d m in is t r a to r * s  r e s p o n s i b i l i t y  w hich  can no lo n g e r  be  i g ­
n o re d ."  H is p rob lem  d e a l t  w i th  a  C la s s  A sch o o l w here th e r e  
i s  h e lp  a v a i la b l e  f o r  such  a  b ig  t a s k  a s  th e s e  l a r g e  s c h o o ls  
h a v e . P a rk  County H igh S choo l does have a  good sy s te m , and 
th e  p r i n c i p a l  g iv e s  due c r e d i t  to  th e  v ic e  p r i n c i p a l  and th e  
bookkeep ing  te a c h e r  f o r  d o in g  a  f i n e  jo b .
Our s m a lle r  s c h o o ls  to d a y  a re  n o t  a s  f o r tu n a te  a s  th e  
l a r g e r  s c h o o ls  i n  h a v in g  p e rs o n n e l  to  c a r r y  on t h i s  jo b . As 
a  r u l e ,  t h i s  ta s k  i s  l e f t  up t o  th e  a d m in is t r a to r  h im s e l f ,  
and  even i f  he i s  f o r tu n a te  enough to  f i n d  a  p e rso n  i n  h i s  
system  i n t e r e s t e d  i n  h e lp in g  h im , he  s t i l l  m ust be  th e  g u id e  
to  t h i s  a l l  im p o r ta n t  w ork . Any a d m in is t r a to r  in  th e  v i c i n i t y
IV io to r  G. D avidson , " E x t r a c u r r i c u l a r  A c t iv i ty  Fund 
A cco u n tin g  a t  P a rk  County High S c h o o l ,"  (u n p u b lish e d  p ro ­
f e s s i o n a l  p a p e r , Montana S ta te  U n iv e r s i ty ) , p .  1 .
^ - 5 -
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o f  L iv in g s to n  c o u ld  se e  Mr. D av idson , «ho co n ten d s t h a t  th e  
program  I s  a  v e ry  Im p o rta n t o n e . The L iv in g s to n  p r i n c i p a l  
does n o t  m ind g iv in g  a s s i s t a n c e  and  I s  w i l l i n g  t o  a c c e p t  
any s u g g e s tio n s  t h a t  may b e t t e r  h i s  own sy s tem .
P a u l T erryS  em phasized  v e ry  s t r o n g ly  th e  need  o f  a  
g e n e ra l  t r e a s u r e r * s  p la n  where th e r e  l a  a  s in g le  bank ac ­
coun t and th e  b o n d in g  o f  th e  f a c u l ty  member l a  c h a rg e . He 
a ls o  s t r e s s e d  th e  n eed  o f  a  m o n th ly  s ta te m e n t o f  th e  a c c o u n ts  
to  a l l  o r g a n iz a t io n s .  T h is  p la n  I s  r a p id ly  e l im in a t in g  th e
d e c e n tr a l i z e d  p la n  s t i l l  u sed  In  a  few sc h o o ls  to d a y  w here
«
each  c la s s  h a n d le s  I t s  own fu n d s  and a c c o u n ts  w ith  th e  a s ­
s i s t a n c e  o f  a  c l a s s  a d v is o r .
U nreh and W ehllngS th in k  t h a t  s tu d e n ts  sh o u ld  be a l ­
lowed to  h a n d le  money and p la n  f o r  e x p e n d itu re s  I n  th e  p ro ­
p e r  m anner. Here I s  a  re a d y  made s i t u a t i o n  f o r  th e  l i f e  ex­
p e r ie n c e s  o f  h a n d lin g  f in a n c e s .
C e c il  7 .  M il la rd *  b e l ie v e s  t h a t  s tu d e n t  t r e a s u r e r s  
sh o u ld  be g iv en  th e  r e s p o n s i b i l i t y  o f  c o l l e c t i n g  c l a s s  
money w hich  I s  to  be  handed  I n  to  th e  c e n t r a l  t r e a s u r e r .
Ward G. R eeder^  w r i t e s  t h a t  no s c h o o l o rg a n iz a t io n
2 p a u l W. T e rry , S u p e rv is in g  E x tra  C u r r ic u la r  A c t lv l -  
t l e s  (New Y ork: McGraw H i l l ,  IQSOJi, p .  334.
^Adolph Unreh and L e s l ie  W ehllng , "B u s in e ss  Educa­
t i o n  I n  S tu d e n t A c t i v i t i e s , "  S choo l A c t i v i t i e s . 2 4 :2 8 3 -8 4 , 
May, 1953.
4 c e c l l  7 .  M i l la r d ,  O rg a n iz a tio n  and A d m in is tr a t io n  
o f  E x tra  C u r r i c u la r  A o t lv lU e s  (Wew York: A. S . B a rn es  and 
Company,
SWard G. R eed er, The F undam en ta ls  o f  P u b lic  S ch o o l 
Administration (New Y ork: M acm illan  Company, 1941), p .  727.
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can j u s t l y  c la im  t h a t ,  s in c e  th e y  have e a rn e d  t h e i r  own 
money, th ey  sh o u ld  be  p e rm itte d  to  expend i t  in  any  man­
n e r  c h o se n . T here sho u ld  be sc h o o l s u p e rv is io n  f o r  two 
re a s o n s ;  s u p e rv is io n  (1) b e g e ts  a  more econom ical expen­
d i tu r e  o f  fu n d s , and (2) g u a ra n te e s  th e  f i n a n c ia l  i n t e g -  
g i ty  and p r o t e c t s  th e  r e p u t a t i o n  o f  th o se  p e rso n s  h a n d lin g  
fu n d s .
One o f  th e  o u ts ta n d in g  books i n  th e  f i e l d  o f  s tu d e n t  
f in a n c e  i s  by H aro ld  D. Meyers® and s t r e s s e s  two im p o rta n t 
c r i t e r i a  b e in g  u sed : f i r s t ,  th e  m ethods and system s m ust 
m eet th e  modern e d u c a t io n a l  p r i n c i p l e s ;  and seco n d , th e  ma­
t e r i a l s  m ust be a d a p ta b le  to any s i t u a t i o n .  Mr. M eyers form u­
l a t e d  fo u r  system s to  be u se d , and th e  one th a t  f i t s  m ost 
M ontana sc h o o ls  h a s  th e  s u p e r in te n d e n t  in  charge  w i th  th e  
a s s i s ta n c e  o f o th e r s  b u t  n e v e r s h i f t s  th e  f u l l  r e s p o n s i b i l i t y  
to  someone e l s e .  The p r i n c i p a l  o r  s u p e r in te n d e n t ,  w h ich ev e r 
may be th e  c a s e , p la c e s  h i s  a p p ro v a l  on a l l  o rd e rs  and p la c e s  
h i s  s ig n a tu r e  on a l l  c h ec k s . A l l  m onies a re  kep t i n  one gen­
e r a l  fu n d , and re c o rd s  a r e  k e p t in  one g e n e ra l  a c c o u n t book; 
w r i t t e n  o rd e rs  a re  needed  f o r  a l l  p u rc h a se s  and sh o u ld  be in  
d u p l ic a te .  The bookkeeping  system  can  a l l  be k e p t in  th e  one 
sim p le  a cco u n t book w ith  each  a c t i v i t y  h a v in g  a column o f  i t s  
own.
C h a rle s  F o s te r?  g iv e s  a  su g g e s te d  p la n  t h a t  m ee ts  a l l
ÔHarold D. M eyers, F in a n c in g  E x tra  C u r r ic u la r  A c t iv i ­
t i e s  {Hew York: A. S . B arnes and  Company, 1 9 2 9 ), p .  96 .
7C h a rle s  F o s te r ,  E x tra  C u r r ic u la r  A c t i v i t i e s  in  High 
S choo l ( P i t t s b u r g h ,  P e n n sy lv a n ia : Johnson  P u b l is h in g  Com­
pany , 1 9 2 5 ), p . 201.
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th e  re q u ire m e n ts  o f  good b u s in e s s  s e n s e ;  (1 ) a l l  money 
from  th e  h ig h  sch o o l o r g a n iz a t io n s  i s  d e p o s i te d  w ith  th e  
sc h o o l t r e a s u r e r  a s  soon as  i t  i s  a c q u ire d  by any c lu b  o r  
c la s s  t r e a s u r e r ;  (S) th e  t r e a s u r e r  w i l l  pay a l l  b i l l s  i n ­
c u rre d  by th e s e  o r g a n iz a t io n s  when o rd e re d  on s ig n a tu r e  o f  
p r e s id e n t  and  sp o n so r; (3) day by day he d e p o s i ts  h i s  r e ­
c e i p t s  i n  a  l o c a l  bank; (4) he keep s th e  fu n d s  o f  each  o r ­
g a n iz a t io n  i n  s e p a r a te  a c c o u n ts  and  can g iv e  in fo rm a tio n  
in  a  moment’ s  n o t ic e  w i th  r e g a rd  to  th e  b a la n c e  any o r g a n i ­
z a t io n  may have in  i t s  t r e a s u r y .  There i s  no  o v e r la p p in g  
o f  fu n d s , no m is a p p ro p r ia t io n s ;  (5 ) th e  t r e a s u r e r  su b m its  
a  com plete  r e p o r t  to  the  p r i n c i p a l  a t  th e  c lo s e  o f  each  
se m e s te r  i n  a d d i t io n  to  a  r e p o r t  r e n d e re d  by th e  a u d i t i n g  
com m ittee on c o n d it io n  o f  th e  books; and (6 ) the  t r e a s u r e r  
i s  u n d e r bond.
There a re  many sy stem s u sed  today  f o r  r a i s in g  money 
f o r  th e  a c t i v i t y  a c c o u n t, and  t h i s ,  o f  c o u rs e , p la y s  a  v e ry  
im p o r ta n t  p a r t  i n  any sc h o o l p rog ram . To c o n tin u o u s ly  a sk  
th e  p e o p le  o f  a  community f o r  d o n a tio n s , c o n t r ib u t io n s ,  o r  
to  buy som eth ing  f o r  th e  s c h o o l’ s  b e n e f i t  i s  t i r i n g  fo r  th e  
p a tro n s  and b r in g s  much c r i t i c i s m  to  th e  sc h o o l and  p e rso n ­
n e l .  Most o f  th e  w r i t e r s  ag ree  t h a t  some o f  t h i s  ty p e  o f  
work i s  good f o r  s tu d e n ts  s in c e  i t  g iv e s  them a chance  to  
t a l k  to  th e  p u b l ic  i n  a  d i f f e r e n t  a s p e c t  th a n  j u s t  th e  o r ­
d in a ry  g r e e t in g  on th e  s t r e e t .
A lb e r t  MockS p r e s e n ts  th e  f i n a n c i a l  p rob lem  o f  e x t r a
S A lb e rt Mock, A Manual o f  E x tr a  C u r r ic u la r  A c t i v i t i e s  
(p u b lis h e d  t h e s i s .  U n iv e r s i ty  o f  I n d ia n a ,  1 9 5 0 ), p .  3 3 .
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c u r r l c u l a r  a c t i v i t i e s  u s u a l ly  c e n te r in g  a ro u n d  s e c u r in g  
fu n d s , c a r in g  f o r  tbem , and expend ing  them , and h e  makes 
s ix te e n  s u g g e s t io n s  f o r  r a i s i n g  fu n d s ; (1) a c t i v i t y  f e e ,
(£) m embership f e e s ,  (3) season  t i c k e t s ,  (4 ) a d m iss io n  
t i c k e t s ,  (5) com m issions f o r  s e l l i n g  m ag a z in es , (6) p ro ­
f i t s  from the  c a f e t e r i a ,  (7) p eo p le  a re  asked  f o r  d o n a tio n s ,  
(8) food  s a l e s ,  (9) ta g  d ay s, (10) P . T. A, c o n t r ib u t io n s ,  
(11) com m issions from  m o v ies , (12) p o p u la r i ty  c o n te s t s ,
(13) v a r io u s  su p p e rs , (14) c a r n i v a l s ,  (15) r a f f l e s ,  and 
(16) donkey b a s k e t b a l l .  Of c o u rs e , i n  th e  d i f f e r e n t  com­
m u n it ie s  th e re  a re  f a c t o r s  t h a t  d e c id e  vhiich system s a re  
to  be u sed  f o r  r a i s i n g  money. Some sc h o o l b o a rd s  c o n s id e r  
t h a t  a l l  sch o o l a c t i v i t i e s  a re  a p a r t  o f  th e  e d u c a tio n ;  
th e r e f o r e ,  th e re  sh o u ld  be no ch arg e  f o r  th e  s tu d e n t  body, 
and th o se  sc h o o ls  w i l l  n o t  have a c t i v i t y  t i c k e t s .  O ther 
com m unities b e l ie v e  t h a t  a n y th in g  p e r t a in i n g  to  gam bling  
such a s  c a r n iv a l s ,  r a f f l e s ,  and  any o th e r  games o f  chance 
shou ld  be o u tla w e d . P o p u la r i ty  c o n te s t s  a re  banned  in  p l a ­
ces because  some g i r l ’ s  f e e l in g s  may be  h u r t  i f  sh e  d id  n o t 
w in a  c e r t a i n  c o n te s t .  L ocal b u s in e s s  men th in k  t h a t  sc h o o ls  
a re  c u t t i n g  in  on t h e i r  b u s in e s s  and a sk  th e  sc h o ô ls  n o t  to  
have m agazine o r  candy s a le s  o f  any k in d . Tag days a r e  n o th ­
in g  more th a n  l e g a l i z e d  s o l i c i t i n g  so th e  ta x p a y e r  t h a t  com­
p la in s  abou t h ig h  ta x e s  i s  read y  to  condemn the sc h o o l f o r  
t h i s  a c t io n .  U nder such c irc u m s ta n c e s , th e  a d m in i s t r a to r ’ s 
b e s t  move would be to  d rop  th e s e  a c t i v i t i e s .  I f  any  o f  th e  
su g g e s te d  p la n s  work o u t s a t i s f a c t o r i l y  in  a  community, do
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n o t h e s i t a t e  to  u se  them . For th e  sak e  o f  th e  s o h o o l, use  
on ly  th e  sy stem s t h a t  f i t  i n  w i th  th e  commuaity .  A good ad ­
m in i s t r a t i v e  p o l ic y  i s  t o  be r e s p e c t f u l  o f  th e  l i k e s  and  d i s ­
l i k e s  o f  th e  ta x p a y e r .
MeyersS th in k s  o f  c a r n iv a ls  d i f f e r e n t l y  th a n  m ost peo­
p l e .  He g iv e s  th e  a d v a n ta g e s  o f  u s in g  a c a r n iv a l  a s  a  fund  
r a i s in g  a c t i v i t y :  (1 ) th ey  r e q u i r e  c o m p a ra tiv e ly  l i t t l e  tim e 
and l a b o r ,  c o n s id e r in g  r e t u r n s ,  (2 ) l e s s  tim e  i s  ta k e n  o u t o f  
c la s s  work th a n  in  o th e r  sy s tem s, (3 ) th e y  p ro v id e  ad eq u a te  
funds f o r  an  e x te n s iv e  e x t r a - c u r r i c u l a r  p rogram , (4) th e y  
c re a te  a  "we” f e e l in g  among s tu d e n ts  and t e a c h e r s ,  (5 ) sc h o o l 
and community a re  drawn c lo s e r  to g e th e r  th ro u g h  m u tua l coop­
e r a t io n .  The fo llo w in g  com m ittees w i l l  e a se  th e  work f o r  
a l l  in v o lv e d  and  make th e  c a r n iv a l  a  much b e t t e r  program :
(a) s u p e rv is in g ,  (b) a d v e r t i s in g ,  (c )  f in a n c in g ,  (d ) d an ce ,
(e ) v a u d e v i l l e ,  ( f )  s t u n t s ,  and (g ) p o l i c e .
There h a s  b een  a w ide s e l e c t i o n  o f s u g g e s t io n s  made 
in  th e  u se  o f  books, r e q u i s i t i o n  fo rm s, le d g e r s  and r e c e i p t  
form s i n  th e  f i e l d  o f  s tu d e n t  a s s o c ia t io n  a c c o u n tin g . Ar­
th u r  Moehlman lO h a s  th e s e  to  su g g e s t :  (1 ) g e n e ra l  l e d g e r ,  a s  
th e  book to  c a r ry  a summary o f  a l l  a c c o u n ts , i s  p re s e rv e d  and 
form s th e  c o n tr o l  a c c o u n t, (2) a p p ro p r ia t io n  le d g e r  c a r r i e s  
a d e ta i l e d  r e c o rd  o f  a l l  su b -a c c o u n ts  and a c t i v i t i e s .  In  
s m a lle r  p la c e s ,  th e s e  two books may be combined i n t o  o n e .
^M eyers, o ^ . c i t . . p . 11 .
10A rth u r  B. Moehlman, P u b lic  S choo l F inance  (C hicago: 
Rand McNally and  Company, 1 9 2 7 ), p .  124 .
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(3) The cash  book i s  e s s e n t i a l  i n  th e  r e c o rd in g  o f  c a sh  r e ­
c e ip t s  and e x p e n d i tu re s .  The l e d g e r s ,  g e n e ra l  and a p p ro p r i ­
a t i o n s ,  and th e  cash  books a r e  th e  e s s e n t i a l  books in  sc h o o l 
a c c o u n tin g .
Of c o u rs e , th e r e  m ust be s u b s id ia r y  re c o rd s  w h ich , in  
m ost c a s e s ,  would be the  r e q u i s i t i o n  fo rm s, p u rch a se  o r d e r s ,  
v o u c h e r-ch e o k s , in v e n to ry ,  and  s to c k  r e c o r d s .
P a u l T e r r y i l  shows a  u sa b le  system  o f  bookkeep ing :
(1) a  cash  jo u r n a l  i s  k e p t  by th e  g e n e ra l  t r e a s u r e r  to  show 
a l l  r e c e i p t s  and d isb u rse m en ts  and  th e  s t a t u s  o f  th e  sc h o o l 
a c c o u n ts  a t  any tim e ; (2) th e  l e d g e r  book i s  k ep t by th e  
g e n e ra l  t r e a s u r e r ;  (a) s e p a r a te  p ag es  a re  used  f o r  each  o r ­
g a n iz a t io n  where th e  s t a t u s  o f  each  can  be d e te rm in e d  a t  any 
tim e , (b) a  s e p a ra te  page i s  u sed  f o r  each  m erch an t on w hich  
a re  re c o rd e d  a l l  b i l l s  a s  a u th o r iz e d  and a l l  paym ents made;
(3) a r e c e i p t  book i s  k e p t  by th e  g e n e ra l  t r e a s u r e r  w i th  r e ­
c e ip t s  made o u t i n  d u p l ic a te ,  g iv in g  th e  p e rso n  m aking th e  
d e p o s i t  th e  o r i g in a l  and th e  seco n d  copy k e p t by th e  g e n e ra l  
t r e a s u r e r ;  (4) v o u ch er checks a r e  u sed  by th e  g e n e ra l  t r e a s ­
u r e r  f o r  a l l  d isb u rse m e n ts  on w h ich  ap p ea r th e  s p e c i f i c a t i o n s  
as to  th e  goods p u rch a se d  and th e  s ig n a tu r e s  of a l l  r e s p o n s i ­
b le  p a r t i e s ;  (5) r e q u i s i t i o n s  a re  to  be used  by a l l  o rg a n iz a ­
t io n s  when p u rc h a se s  a re  to  be m ade. Space i s  p ro v id e d  f o r  
th e  name o f  th e  f i rm , s p e c i f i c a t i o n s  o f  th e  goods, and  th e  
s ig n a tu r e s  o f  a l l  th e  r e s p o n s ib le  p a r t i e s .  R e q u is i t io n s  a r e
l l 'T e r ry ,  o£ . o i t . . p . 399.
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made o u t  in  t r i p l i c a t e ;  one e ach  f o r  th e  g e n e ra l t r e a s u r e r ,  
th e  o r g a n iz a t io n ,  and th e  r e n d e r in g  f i r m ;  (6 ) o r g a n iz a t io n  
books a re  to  be k e p t by th e  p u p i l  t r e a s u r e r s .  Each book r e ­
co rd s  a l l  r e c e i p t s  and d isb u rse m e n ts  an d  sh o u ld  b a la n c e  w ith  
th e  o r g a n iz a t io n 's  a cc o u n t w i th  th e  g e n e ra l  t r e a s u r e r .
The m a te r i a l  p re s e n te d  in  t h i s  c h a p te r  h a s  been  a  gen­
e r a l  summary o f  th e  f in d in g s  o f  t h e  r e a d in g s  o f  a u th o r s  in ­
t e r e s t e d  in  t h i s  f i e l d  o f  s tu d e n t  a c c o u n tin g . Some o f  th e  
m a te r ia l  found in  th e se  books w i l l  be u sed  i n  th e  p la n  p re ­
s e n te d , and o th e r  f in d in g s  w i l l  be l e f t  f o r  th e  d e c is io n  o f  
a d m in is t r a to r s  a s  to  the  im p o rtan ce  f o r  t h e i r  s tu d e n t  a c ­
c o u n tin g  sy s te m s.
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CHAPTER I I I  
STUDENT AND FACULTY PARTICIPATION
E x tra -c u r r io u ls u r  a c t i v i t i e s  have p ro v en  th e m se lv e s  to  
he a  v a lu a b le  and n e c e s s a ry  p a r t  o f  o u r e d u c a t io n a l  sy s tem . 
T hings added to  th e  e x t r a - c u r r i c u l a r  program  to  f u r t h e r  I t s  
e d u c a t io n a l  v a lu e  a r e ,  In d e e d , g o in g  to  p ro v e  a id s  In  th e  
b e n e f i t s  d e r iv e d  from  th e  p rog ram . John J .  K lrk e n d a l l  th row s 
some l i g h t  on t h i s  Im p o rta n t s u b je c t  In  an a r t i c l e  s t a t i n g :
The p r i n c i p a l  o f  th e  sc h o o l I s  r e s p o n s ib le  f o r  th e  
s u p e rv is io n  o f  c o l l e c t i n g  and h a n d lin g  a l l  sc h o o l fu n d s . 
T h is  r e s p o n s i b i l i t y  I s  u s u a l ly  h an d led  I n  such  a  way 
t h a t  th e  c h i ld  I s  d e p riv e d  o f  th e  many e d u c a t io n a l  v a l ­
u e s  a v a i la b le  In  t h i s  Im p o rta n t e d u c a t io n a l  e x p e r ie n c e .
S tu d e n t p a r t i c i p a t i o n  In  th e  s e l l i n g  amd c o l l e c t i n g  
o f  t i c k e t s  a t  sch o o l sp o n so red  a c t i v i t i e s  I s  a  m u s t.
Use a  c a r e f u l  system  o f  c h e c k in g  t i c k e t s  In  and o u t .  
S tu d e n ts  sh o u ld  a ls o  p re p a re  money f o r  d e p o s i t .  C ount­
in g  money and p re p a r in g  d e p o s i t  s l i p s  w i th  ex trem e c a re  
I s  e x c e l le n t  t r a i n i n g . !
I n  th e  s tu d e n t  a c c o u n tin g  phase o f  th e  e x t r a - c u r r i c u ­
l a r  program  I s  found  an I d e a l  p la c e  to  I n s t i t u t e  d i f f e r e n t  
p o r t io n s  o f  f i n a n c i a l  m a t te r s  b e fo re  th e  s tu d e n t  body . Edu­
c a to r s  w i l l  f in d  I t  a  good p r a c t i c e  to  tu r n  o v e r some o f  th e  
f i n a n c ia l  d u t ie s  o f  the  s tu d e n t  a s s o c ia t io n  fu n d s  to  th e  s tu ­
d e n ts .  The a d m in is t r a to r  w i l l  be r e l i e v e d  o f  th e s e  d u t ie s  
and In  so d o in g , th e  s tu d e n ts  w i l l  be g iv en  a  sen se  o f  re sp o n ­
s i b i l i t y .  P eo p le  I n  th e  community w i l l  a ls o  have c o n fid e n ce  
t h a t  a  d e m o c ra tic  system  I s  b e in g  c a r r i e d  on In  t h a t  sy s tem .
IJo h n  J .  K lr k e n d a l l ,  "The S tu d e n ts  G ive a Hand and 
L e a rn ,"  The S chool E x e c u tiv e , 6 8 :5 0 -1 , M arch, 1949.
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B. C. TlgheZ b r in g s  o u t t h i s  f a c t o r  v e ry  w e l l  i n  a  
b r i e f  s ta te m e n t ,  " E x tra  c u r r i c u l a r  a c t i v i t i e s  m ust be  o rg an ­
iz e d  to  in c o r p o r a te  a s  many l i f e  demands and  s i t u a t i o n s  a s  
p o s s ib l e ."  E d u c a to rs  m ust adm it t h a t  t h i s  i s  a  v e ry  w o rth ­
w h ile  s ta te m e n t and th a t  p rob lem s d e a l in g  w i th  f in a n c e s  i n  
o u r s tu d e n t  a s s o c ia t io n  a re  r e a l - l i f e  s i t u a t i o n s .  The so o n e r 
more s i t u a t i o n s  a r e  p u t in to  e f f e c t  w here s tu d e n ts  a re  g e t ­
t i n g  a  chance to  d e a l  w ith  f i n a n c i a l  m a t t e r s  i n  o u r  a c t i v i t y  
a c c o u n ts , th e  so o n er t r u e - l i f e  s i t u a t i o n s  w i l l  be  b ro u g h t i n to  
te a c h in g .
M inard W. S to u t co n ten d s t h a t  th e r e  m ust be p ro p e r  
s u p e rv is io n  when s tu d e n ts  a re  g iv e n  a u th o r i ty  to  h a n d le  any 
money w ith  th e  fo llo w in g  s u g g e s t io n s ;
The com peten t a d m in is t r a t io n  o f  p u p i l  a c t i v i t y  f i ­
n an ces  c o n s t i t u t e s  one o f  th e  im p o r ta n t  d u t ie s  o f  th e  
h ig h  sc h o o l a d m in i s t r a to r .  N e v e r th e le s s ,  in  many h ig h  
s c h o o ls  th e r e  i s  v e ry  l i t t l e  f i n a n c i a l  a d m in is t r a t io n  
o f  th e  v a r io u s  a c t i v i t i e s .
Young s tu d e n ts  have som etim es y ie ld e d  to  th e  temp­
t a t i o n s  to  w h ich  th e y  have c o n s ta n t ly  been  s u b je c te d  
and have m is a p p ro p r ia te d  fu n d s . T hus, s tu d e n ts  have 
gone from  th e  sc h o o l t r a i n e d  i n  l a x  and i r r e s p o n s ib le  
m ethods o f  h a n d lin g  p u b l ic  money.
A ll  a c c o u n ts  sh o u ld  be  so k e p t t h a t  no one a t  any 
tim e o r  a t  any  p la c e  cou ld  l e g i t im a t e ly  q u e s tio n  th e  
f i d e l i t y  to  t h e i r  t r u s t  o f  th e  p e rso n  who k e ep s  them.
The s c h o o l t h a t  p ro v id e s  a  f a v o r a b le  s i t u a t i o n  f o r  
lo o s e  p r a c t i c e s  i n  h a n d lin g  money i s  l i t t l e  s h o r t  o f  
c r i m in a l .3
2fi. 0 . T ig h e , " C h a ra c te r  E d u c a tio n  Through E x tra  
C u r r ic u la r  A c t i v i t i e s , "  A m erican E d u c a tio n a l  D ig e s t . 
4 7 :5 3 7 -3 8 , A p r i l ,  1935.
SM inard W. S to u t ,  " B e t te r  A d m in is tr a t io n  o f  P u p i l -  
A c t iv i ty  F in a n c e s ,"  N a tio n a l  A s s o c ia t io n  o f  S econdary  S choo l 
P r i n c i p a l s . 3 1 :6 1 -7 1 , December, l9 4 7 .
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Â d m la is t r a to r s  do wrong by m aking o u t  th e  b u d g e ts  f o r  
a c t i v i t i e s  and  o r g a n iz a t io n s  and  in fo rm in g  c l a s s e s  o f  th e  
amount o f  money th e y  sh o u ld  r a i s e  and sp en d  f o r  the  com ing 
y e a r .  I f  th e r e  i s  f a i t h  i n  th e  a d m in i s t r a to r  by th e  s tu d e n t  
b o d ie s ,  u n d o u b ted ly  th e y  w i l l  a c c e p t  and fo llo w  th e  b u d g e t 
to  th e  b e s t  o f  t h e i r  a b i l i t y .  A much b e t t e r  e d u c a t io n a l  p ro ­
j e c t  would be  to  o rg a n iz e  th e  c l a s s e s  a t  one o f  t h e i r  f i r s t  
m ee tin g s  and fo llo w  th e  r e a s o n s  s e t  f o r t h  by B. K. F r e tw e l l  
f o r  a  s tu d e n t  p lan n ed  b u d g e t:
(1 ) r e q u i r in g  o r g a n iz a t io n  on a  b u s in e s s  b a s i s  
and to  fo llo w  a  d e f i n i t e  w e l l  u n d e rs to o d  b u s in e s s  
m ethod ,
( S ) - r e q u i r in g  a c t i v i t i e s  to  l i v e  w i th in  t h e i r  
incom e,
(3) te n d s  to  develop  a  b e t t e r  b a la n c e d  e x t r a  
c u r r i c u l a r  program ,
(4 ) in te n d in g  to  encou rage  w o rth y  n on -revenue  
p ro d u c in g  a c t i v i t i e s  by p ro v id in g  f o r  them ,
(5 ) c o n se rv e s  tim e and en erg y  by  e l im in a t in g  
many d r iv e s  p u t on to  r a i s e  money,
(6) p re v e n ts  r a id in g  o f  f i n a n c i a l  r e s o u r c e s  o f  
th e  sc h o o l by p o p u la r  a c t i v i t i e s  t h a t  come e a r ly  
i n  th e  y e a r .4
F r e tw e l l  h as i n  m ind a  b ig  money r a i s i n g  p r o j e c t  to  
ta k e  p la c e  e a r ly  i n  th e  y e a r  to  make enough money to  c a r r y  
th e  c l a s s e s  th ro u g h  th e  y e a r  w i th  fe w e r f i n a n c i a l  u n d e r ta k ­
in g s .
E a r l  G ehrigS p r e s e n ts  h i s  v iew s i n  p e r m i t t in g  s tu d e n t  
g roups to  co n d u c t t h e i r  own f i n a n c i a l  a f f a i r s ,  o f f e r i n g
4E. K. F r e tw e l l ,  E x tra  C u r r i c u la r  A c t i v i t i e s  i n  
Secondary  S c h o o ls  (B oston : H o u g h to n -M ifflin  Company, 1 9 3 1 ), 
p . 469 .
S g a r l  G eh rig ,"B u d g e t P ro c ed u re  f o r  E x tra  C u rr ic u ­
l a r  O rg a n iz a t io n s ,"  B u sin ess  E d u c a tio n . 3 2 :1 7 -2 0 , Septem ­
b e r ,  1951.
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v a lu a b le  e x p e r ie n c e s  to  th e  o r g a n iz a t io n  members and t o  the  
o f f i c e r s  in  p a r t i c u l a r .  A  d e f i n i t e  and  e a s i l y  u n d e rs to o d  
f i n a n c i a l  system  f o r  s tu d e n t  o r g a n iz a t io n s  m ust be i n s t a l l e d .  
B a s ic a l ly ,  th e  p la n  sh o u ld  in c lu d e :  (1 ) p r e p a r a t io n  o f  a  
b u d g e t, (2 ) a  un ifo rm  system  o f  r e c o r d  k e e p in g , (3 ) a  u n i ­
form  system  o f  f i n a n c i a l  p ro c e d u re , and  (4) a  p e r io d ic  a u d i t  
o f  the  o rg a n iz a t io n * s  r e c o r d s .  To b ack  up h i s  th in k in g ,  J .
C. C h ris ty S  b r in g s  o u t th e  im p o r ta n t  f a c t o r  th a t  th e  c e n t r a l  
t r e a s u r e r  does n o t  tak e  th e  p la c e  o f  th e  o r g a n iz a t io n  t r e a s ­
u r e r .  The o rg a n iz a t io n  t r e a s u r e r  s t i l l  f u n c t io n s  i n  th e  c o l­
l e c t i o n  and d isb u rse m en ts  o f  h i s  own o r g a n iz a t io n  fu n d s  and 
th e  k e e p in g  o f  p ro p e r  f i n a n c i a l  r e c o r d s .
The c e n t r a l  t r e a s u r e r  a l s o  a u d i t s  th e  in d iv id u a l  t r e a s ­
u r e r ' s  books ev ery  m onth. H ere , th e  o rg a n iz a t io n  t r e a s u r e r  
knows th e re  i s  a  double check , b e c a u se  h i s  d e p o s i ts  and ex­
p e n d itu re s  m ust a g re e  w ith  th e  b a la n c e  o f  t h a t  a c c o u n t i n  th e  
c e n t r a l  t r e a s u r e r 's  b o o k s. T h e re fo re , w ith  t h i s  double  check  
an a c c u s a t io n  o f  d is h o n e s ty  w ould  b e  im p ro b ab le .
Y/hen a  c la s s  m ee ts  to  p la n  th e  b u d g e t, th o u g h t sh o u ld  
be g iv e n  to  th e  f u l l  f o u r  y e a r  p rogram . To p la n  f o r  th e  s in g le  
y e a r  would n o t be  f e a s i b l e  a s  a  ju n io r  c l a s s  m igh t have d i f ­
f i c u l t y  f in a n c in g  th e  j u n io r  y e a r  in  one y e a r 's  m o n e y -ra is in g  
a c t i v i t i e s .  A v e ry  im p o rta n t p rob lem  to  g iv e  th o u g h t a ls o  a t  
t h i s  m ee tin g  i s  th e  amount to  be accum ula ted  by th e  end  o f  th e  
s e n io r  y e a r  f o r  a  c la s s  m em orial o r  a  s e n io r  t r i p .
6 j .  c. C h r is ty ,  "H an d lin g  S tu d e n t  F u n d s ,"  The N ation '_s 
S c h o o ls . 4 2 :4 9 -5 0 , J u ly ,  1948.
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To g e t  s tu d e n ts  in v o lv e d  i n  e x t r a - c u r r i c u l a r  work in  
a l l  r e s p e c t s  and  m ost d e f i n i t e l y  th e  f i n a n c i a l  phase  i s  h ig h ly  
e s s e n t i a l .  C la s s  and  c lu b  m ee tin g s  p la y  an  im p o rta n t p a r t  i n  
o u r e d u c a t io n a l  progremi to d a y . A good f i n a n c i a l  r e p o r t  each  
month to  the  c la s s  from  th e  t r e a s u r e r  in fo rm s th e  c la s s  mem­
b e rs  how th ey  s ta n d  f i n a n c i a l l y  and w hat m ust be done th ro u g h ­
o u t th e  rem a in in g  y e a r .
C la ss  o rg a n iz a t io n s  can n o t f u n c t io n  to  th e  b e s t  o f  
t h e i r  a b i l i t y  w ith o u t c l a s s  a d v is o r s  o r  s p o n s o rs . G alen 
Jones?  w r i t e s  t h a t  te a c h e r s  who a re  s k i l l f u l  sp o n so rs  f in d  
t h a t  sp o n so rin g  y ie ld s  r e tu r n s  by ways o f  d is c o v e r in g  pu­
p i l s ’ i n t e r e s t s ,  a p t i tu d e s  and a b i l i t y  t h a t  l i k e l y  w ould 
n o t r e v e a l  th em se lv es  in  c la ssw o rk  a lo n e .  T e a c h e rs , to d a y , 
e x p ec t a c e r t a i n  amount o f  e x t r a - c u r r i c u l a r  d u t ie s  i n  con­
n e c t io n  w ith  te a c h in g  a ss ig n m e n ts . Some, how ever, ta k e  more 
i n t e r e s t  i n  e x t r a - c u r r i c u l a r  work th a n  o th e r s .
A d m in is tra to rs  would do w e l l  b e fo re  m aking any s e le c ­
t io n s  f o r  sp o n so rs  to  pay heed  to  G ladys B enerd’ sS a d v ic e  
t h a t :  (1) a d m in is t r a to r s  do n o t  p ro v id e  th e  n e c e s sa ry  p o l i ­
c ie s  f o r  e f f e c t i v e  fu n c t io n in g ,  (2) f a c u l ty  s u g g e s t io n s  a re  
n o t a sk ed  f o r ,  (3) te a c h in g  lo a d s  a re  n o t  a d ju s te d ,  (4) spon­
s o r s  a re  n o t  c o n su lte d  on s tu d e n t  m a t t e r s ,  (5 ) a  sp o n so r h e a r s  
o f  a p la n  f o r  h i s  o rg a n iz a tio n  from  someone e l s e ,  (6) th e
?G alen Jo n e s , E x tra  C u r r ic u la r  A c t lv i t l e a  in  R e la t io n  
to  th e  C u rricu lu m . (R a s te r ’ s  t h e s i s .  Bureau o f  P u S T ic a tio n s , 
Columbia U n iv e r s i ty ,  1947).
SG ladys B enerd, "S p o n so rin g  C o -C u rr io u la r  A c t i v i t i e s , "  
Sohool A c t i v i t i e s .  24 :11 -12 , S ep tem b er, 1952.
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t e a c h e r s  a re  a sk ed  to  g iv e  up e v en in g s  f o r  m e e tin g s  when 
tim e co u ld  be a llow ed  d u rin g  th e  d ay , (7 ) la c k  o f  i n t e r n a l  
p u b l ic  r e l a t i o n s ,  (8 ) a  g r e a t  d e a l  o f  d i r e c t i n g ,  b u t  n o t  
enough w orking  w ith  f a c u l ty ,  (9) te a c h e r s  l i k e  to  sh a re  
p la n n in g , (10) a c t i v i t y  program  com petes w ith  c la ss ro o m  
a c t i v i t i e s .
The a d m in is t r a to r s  m igh t mean w e ll  in  m ost o f  th e s e  
p a r t i c u l a r  f i e l d s ,  b u t  in  many c a se s  do a l o t  o f  th in g s  w ith ­
o u t c o n s u l t in g  th e  sp o n so rs  o f  th e s e  c la s s e s  o r  o r g a n iz a t io n s ,  
C o n s id e ra tio n  f o r  th e  sp o n so r sh o u ld  be in c lu d e d  in  th e  su ­
p e r in te n d e n t ’ s p la n n in g , and u s in g  B en erd ’ s check l i s t  may 
be an a s s i s ta n c e  to  many who have o v e rlo o k ed  th e  sp o n so r i n  
th e  p a s t .
Summing up th e  v a lu e  o f  s tu d e n t  and f a c u l ty  p a r t i ­
c ip a t io n  in  s tu d e n t  a c t i v i t y  a c c o u n tin g  sy s tem s, s c h o o ls  
o f  a l l  s i z e s  sh o u ld  be encou raged  to  d ev e lo p  c l a s s  and 
o rg a n iz a t io n  s e c r e t a r y - t r e a s u r e r  p o s i t i o n s .  The p o s i t i o n  
sh o u ld  n o t  be in  name a lo n e , b u t  s e c r e t a r i e s  sh o u ld  be 
r e q u ir e d  to  keep  a  s e t  o f  books o f  t h e i r  own. A s e t  l i k e  
th o se  u sed  on pages 19 and 20 cou ld  be in c lu d e d  in  th e  se c ­
r e t a r y -  t r e a s u r e r ’ s b o o k s. The m a te r i a l  co u ld  be k e p t i n  a  
lo o s e - l e a f  no tebook  and th e  pages removed each  f a l l  to  g iv e  
th e  new s e c r e t a r y - t r e a s u r e r  a  s t a r t  i n  h e r  own s e t  o f  books. 
These s h e e ts  cou ld  be removed and f i l e d  i n  th e  v a u l t  w i th ­
o u t ta k in g  up much space  and th u s  be a v a i la b le  f o r  f u tu r e  
r e f e r e n c e .  Bound re c o rd  books t h a t  co u ld  ta k e  th e  p la c e  o f 
th e  lo o s e - le a f  s t y l e  can  be p u rc h a se d . One such  r e c o rd  book
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PIQURE 1 
CLASS CASH RECEIFTS
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FIGURE 2
GLASS DISBURSEMENTS
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I s ;  Form 385, A c t iv i ty  Fuxicl T re a s u re r* s  R ecord Book. F re e ­
men t ,  N eb rask a , Hammond and S te p h en s  Company.
The t r e a s u r e r  sh o u ld  be I n s t r u c t e d  to  ch eck  h e r  books 
w ith  th e  c e n t r a l  t r e a s u r e r  each  m o n th . I f  t h i s  I s  Im p o ss ib le  
to  do , th e  books shou ld  n o t b e  a llo w e d  to  go unchecked  f o r  
more th a n  a  th r e e  month p e r io d .  S tu d e n t t r e a s u r e r s  sh o u ld  
be g iv en  some a ss ig n m en ts  In  d e a l in g  w i th  th e  f i n a n c e s  su c h  
a s  c o l l e c t i n g  money from  the  r e s p e c t iv e  o r g a n iz a t io n s  and 
s e l l i n g  and c o l l e c t in g  t i c k e t s  a t  s c h o o l e v e n ts .
A t th e  end  o f  each  s c h o o l  y e a r ,  th e  s tu d e n t  t r e a s ­
u r e r  sh o u ld  make an appo in tm en t w i th  th e  c e n t r a l  t r e a s u r e r .
A t t h a t  m e e tin g , a n  u n o f f i c i a l  a u d i t  to  make th e  books c o in ­
c id e  can b e  made b e tw een  t h e  t r e a s u r e r s .  The b a la n c e  l e f t  
I n  t h e  acc o u n t c o u ld  be w r i t t e n  In  Ink  a t  th e  b o tto m  o f  th e  
l a s t  s h e e t  and I n i t i a l e d  o r  s l g i e d  by b o th  t r e a s u r e r s .  The 
b a la n c e  would be a  t r u e  s t a r t i n g  b a la n c e  f o r  the  n e x t  f a l l .
The fo llo w in g  c h a p te r  w i l l  go In to  d e t a i l  on th e  p ro ­
po sed  system  and w i l l  c o v e r  t h e  d u t i e s  o f  t h e  o rg a n iz a t io n  
t r e a s u r e r  In  a  p r a c t i c a l  a c c o u n tin g  system .
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CHAPTER IV 
A PRACTICAL SYSTEM
Prom th e  su rv e y  made on s tu d e n t  a s s o c i a t io n  a c c o u n t­
in g , many p r a c t i c a l  Id e a s  an d  s u g g e s t io n s  have b een  fo u n d . 
There I s  a  low p e rc e n ta g e  o f  s u p e r in te n d e n ts ,  e s p e c i a l l y  in  
th e  s m a lle r  s c h o o ls , who have made s t u d i e s  o f  good and p o o r 
a c c o u n tin g  sy s te m s . In  some c a s e s ,  th e  m ethod u sed  by th e  
s u p e r in te n d e n t 's  p re d e c e s s o r  seem ed s a t i s f a c t o r y  so  t h a t  sy s­
tem was a d o p te d . In  so  d o in g , a  c l e a r  p i c t u r e  o f  t h a t  p a r ­
t i c u l a r  a c c o u n tin g  system  w as n e v e r  f u l l y  a cc o m p lish e d .
Many h e lp f u l  su g g e s tio n s  have been  a c h ie v e d  in  t h i s  
r e s e a r c h  f o r  a  p r a c t i c a l  s tu d e n t  a c c o u n tin g  sy s te m . I f  th e  
m a te r ia l  i s  o f  any v a lu e  to  a d m in i s t r a to r s  i n  M ontana, th e  
p r o j e c t  w i l l  h ave  p roven  to  be w o rth w h ile  and m ost a s s u r e d ly  
w i l l  be a  s h o r tc u t  i n  one p h a se  o f  th e  a d m i n i s t r a t o r 's  d u t i e s ,
The fo l lo w in g  q u e s tio n s  w ere a sk e d  d u rin g  in te r v ie w s  
w ith  some tw en ty  a d a i n i s t r a t o r s  o f  v a r io u s  s i z e d  sc h o o ls  i n  
M ontana:
1 . Would you m ind a c q u a in t in g  me w ith  th e  systm a 
o f  a c c o u n tin g  u se d  f o r  s tu d e n t  fu n d s?
8 . Does th e  system  in c lu d e  a  p e t ty  c a s h , book de­
p o s i t ,  o r  su c h  an  acco u n t to  pay s n a i l  b i l l s  f o r  th e
sc h o o l?
5 . Are th e  c h e c k s  c o -s ig n e d ; i f  so , by  whom?
4 . I s  a  c a sh  book f i l l e d  o u t  each  d a y , and how o f ­
te n  i s  t h e  d a ta  re c o rd e d  i n  th e  r e g i s t e r ?
5 . Do you , th e  a d m in i s t r a to r ,  do the  bookwork, o r  
i s  s tu d e n t  o r  f a c u l ty  a s s i s t a n c e  used?
6 . A p p ro x im ate ly , how much money g o e s  th ro u g h  the  
a c t i v i t y  fu n d  e a c h  y e a r?
7 . Are th e  books a u d ite d  a n n u a l ly ,  euoid by whom?
8 . Who h a n d le s  th e  t i c k e t  s a l e s  a t  sc h o o l e v e n ts ?
9 . Who h a n d le s  th e  money in  th e  fu n d ?
—22—
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10 , I s  change k e p t on hand  f o r  b a l l  games and o th e r  
a c t i v i t i e s ?
1 1 , What a re  some g jo d  b ooks o r  a r t i c l e s  p u b lis h e d  
l a t e l y  on s tu d e n t  a c t i v i t y  a c c o u n ts ?
12 , Could I  have sam ple c o p ie s  o f t h e  d i f f e r e n t  form s 
you u se ?
From t h i s  in te rv ie w  type  o f  d i s c u s s io n ,  many v a lu a b le  
su g g e s tio n s  w ere s e c u re d .
STOnSITT ORGAiaZATIONS
The f i r s t  problem  o f  th e  sc h o o ls  i n  t h i s  r e g a r d  i s  to  
p ro p e r ly  o rg a n iz e  th e  c l a s s e s  and c lu b s  in  a  sy s te m a tic  way 
so th e r e  w i l l  be  an in c e n tiv e  f o r  e a c h  s tu d e n t  in  h ig h  s c h o o l 
to  a p p re c ia te  the  f a c t o r  o f  f in a n c e .  There i s  no o rg a n iz a ­
t io n ,  h ouseho ld  or sc h o o l, t h a t  can o p e ra te  w ith o u t  f in a n c e s  
so why th en  do we n o t  s t a r t  t e a c h in g  t h i s  a l l  im p o rta n t f a c ­
to r  i n  one of th e  m ost l o g i c a l  p la c e s  f o r  suoh te a c h in g — th e  
p u b lic  s c h o o ls .
The c l a s s e s  c o u ld  be ta u g h t  the  use o f  b u d g e ts , r e q u i ­
s i t i o n s ,  r e c e i p t s ,  d isb u rse m e n ts , incom e, c h e c k s , l e d g e r s ,  
account b a la n c e s ,  and a n y th in g  e l s e  t h a t  w i l l  go i n t o  a  p ra c ­
t i c a l  a c c o u n tin g  sy stem . A lthough  many o f  th e  in d iv id u a ls  
o f  a  c la s s  w i l l  n o t  be e le c t e d  t r e a s u r e r s ,  th ey  w i l l  s t i l l  
have u se  f o r  many o f  th e  f a c t o r s  i n  e v e ry  day l i v i n g .  Teach­
ing  such th in g s  o u ts id e  o f  th e  r e g u l a r  c la s s e s  c o u ld  be more 
e f f e c t i v e ,  a n d  a l l  s t u d e n ts ,  b e s id e s  th e  o n e s  ta k in g  commer­
c i a l  c o u r s e s ,  w ould b e  d e a l in g  in  f in a n c e .
The sc h o o l s tu d e n t  c o u n c il  sh o u ld  be e l e c t e d  a t  an 
e a r ly  d a te .  The c o u n c i l  sh o u ld  c o n s i s t  o f  c l a s s  r e p r e s e n t ­
a t iv e s  a s  w e l l  a s  th e  o th e r  e l e c t e d  o f f i c e r s  o f a s tu d e n t
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c o u n c il .  The m ain ta s k  o f  th e  o r g a n iz a t io n  sh o u ld  be to  
make p la n s  f o r  th e  sc h o o l a c t i v i t y  c a le n d a r  fo r  th e  y e a r .
BUDGETING
Each c l a s s  shou ld  d e c id e  on th e  amount o f  money needed  
f o r  o p e ra t io n  A ir in g  th e  coming y e a r ,  b u t  f i r s t  th e  c l a s s e s  
m ust o rg a n iz e , th e  sp o n so rs  m ust be e l e c t e d ,  and the  s tu d e n t  
c o u n c il  m ust m eet and p r e s e n t  a  v a r i e d  a s so rtm e n t o f  money­
m aking a c t i v i t i e s  f o r  t h e  c la s s e s  f o r  t h e  e n t i r e  y e a r .  The 
fo llo w in g  s u g g e s tio n s  co u ld  have been  made by  the  c o u n c i l  a s  
means o f  r a i s i n g  money: (1) m agazine s a l e s ,  (2) sc h o o l spon­
so red  f a i r ,  (3 ) c a r n iv a l ,  (4) t i c k e t  s a l e s  f o r  gam es, (5 ) p la y s ,  
(5) am ateur p ro g ram s, (7) band and m usic  c o n c e r ts ,  (8) gym 
n ig h t ,  (9 ) s u p p e rs ,  c h i l i  f e e d , s o c i a l s ,  and o th e r  s u g g e s t io n s ,  
and (10) a c t i v i t y  t i c k e t  to  be d iv id e d  among th e  d i f f e r e n t  
o r g a n iz a t io n s .  The c o u n c i l  c o u ld  a ls o  recommend t h a t  no dues 
be c h a rg ed  to  any o f  the c l a s s e s ,  c la s s  p a r t i e s  sh o u ld  be f r e e  
to  a l l  th e  s tu d e n ts ,  and ad m iss io n  to  shows and a s se m b lie s  
sho u ld  be f r e e  and sponso red  by th e  s tu d e n t  c o u n c i l .  W ith 
th e  p re c e d in g  a c t i v i t i e s  i n  m ind, th e  c l a s s e s  sh o u ld  m eet to  
d ec id e  on th e  b u d g e t f o r  the  y e a r .  E v en ts  to  be c o n s id e re d  
re g a rd in g  the money-m aking r e s p o n s i b i l i t y  f o r  th e  c l a s s e s  a r e :  
p a r t i e s  f o r  th e  y e a r ,  a t h l e t i c  e x p e n se s , ju n io r  prom and  ban­
q u e t, a t h l e t i c  b a n q u e t , m o v ie s , n a t io n a l  a s s e m b lie s , p i c n i c s ,  
and o th e r  e x p en se s  p e r t a in in g  to  th e  in d iv id u a l  c l a s s e s  and  
o r g a n iz a t io n s .
Under th e  s u p e rv is io n  o f  th e  s p o n s o r , the  c l a s s  m ust 
d e c id e  t h e  amount o f  money needed  f o r  t h e  y e a r .  The c l a s s
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r e p r e s e n ta t iv e  I s  i n  forme cl o f  th e  n eed s  an d  d e s i r e s  o f  th e  
c la s s  in  p ro m o tin g  a c t i v i t i e s  f o r  t h e  y e a r .  The s tu d e n t  
co u n c il»  th e  c le a r in g  house f o r  a l l  c l a s s  a c t i v i t i e s ,  sh o u ld  
ta k e  in to  c o n s id e ra t io n  a l l  o f  th e  o r g s n iz a t lo n  n e ed s  from  
th e  b u d g e ts  p re s e n te d  and d e s ig n a te ,  a c c o rd in g ly , to  whom 
s h a l l  be g iv e n  t h e  m ost im p o rta n t p r o j e c t s .  I t  i s  u n d e rs to o d  
th e  s tu d e n t  c o u n c il  w i l l  u se  u n b ia se d  o p in io n  in  d e c id in g  
which o r g a n iz a t io n  sh o u ld  be g iv e n  p r e f e r e n c e .  When th e  s tu ­
d e n t c o u n c i l  announces th e  c a le n d a r  f o r  the  y e a r ,  th e  c l a s s e s  
can a g a in  meet and d e c id e  i f  th e  p ro v is io n s  made w i l l  m eet 
the  c l a s s  n e e d s , and i f  n o t ,  f u r t h e r  p la n s  w i l l  have t o  be 
made f o r  e x t r a  in c re m e n t.
An example o f  how to  use th e  a c c o u n tin g  system  w ould  
be a s  fo llo w s : (1) The a t h l e t i c  departm en t r e c e iv e d  #108.00  
fo r  g a te  r e c e i p t s  from  th e  Moore b a s lœ tb a l l  gam e. An exam­
p le  o f  th e  r e c e i p t  i s  shown on page 30 . The o f f i c i a l s  w ere 
p a id  a  t o t a l  o f  #29.50  shown on th e  ch eck  form  on page 36 .
The am ounts a re  re c o rd e d  i n  t h e  jo u r n a l - l e d g e r  on page 38 ,
(2) The c a r n i v a l  had a  t o t a l  r e c e i p t  o f  #929 .00 , and th e  
f u l l  amount w as c r e d i te d  t o  the  s tu d e n t  c o u n c i l  who spon­
so re d  th e  a f f a i r .  The amount p a id  o u t  o f  th e  t o t a l  r e c e i p t s  
came to  #585.00 and was p a id  a s  fo l lo w s ;  Rodin N o v e lty  Co. 
#170 .00 , W estern  N o v e lty  Co. # 1 2 5 .0 0 , Ryan W holesa le  Co. 
#105 .00 , S chool Supply  Co. # 3 0 .0 0 , Montana Lumber Co. # 2 5 .0 0 , 
Spudnut Shop # 4 0 .0 0 , G rocery  S to r e  # 6 0 .0 0 , and Hardware S to re  
# 3 0 .0 0 . The c l a s s e s  and o rg a n iz a t io n s  sh a re d  in  the  p r o f i t s  
a s  fo l lo w s :  #54.00  rem adned i n  the  S tu d e n t C ouncil fu n d .
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8#mlor C la ss  $ 5 5 .0 0 , Junior G lass $ 3 2 .0 0 , Sophomore C la ss  
$ 5 6 .0 0 , Freshman C la ss  $ 3 5 .0 0 , A th le t ic  Clah $ 6 0 .0 0 , Home 
Xconomios Clah $ 3 5 .0 0 , Pep Club $ 1 5 .0 0 , Band Club $ 2 5 .0 0 ,  
and Junior High C la ss  $ 1 5 .0 0 . The p roceed in g  e n tr e e s  are  
a lso  found in  th e  jo u r n a l- le d g e r  on page 38 . (3) d é
Freshman C lass sp on sored  an amateur program and needed a  
r e q u is i t io n  fo m  te  purchase th r e e  p r iz e s  f o r  the w in n e r s .
A sample r e q u is i t io n  fbrm i s  i l l u s t r a t e d  on page 2 8 . d e  
r e c e ip t s  fo r  th e  ev en in g  amounted to  $ 8 2 .0 0 , and th e  expen­
d itu r e s  to ta le d  $ 2 0 .0 0 . d e  two f ig u r e s  can b e  found on 
th e  jo  or a m -le d g e r  sh e e t  on page 5 8 .
The s tu d e n t c o u n c i l ,  a s  w e l l  as th e  c l a s s e s ,  can be 
con sid ered  as a monesr-maicing group in  th e  sc h o o l. Some o f  
the e s^ e n ses  w i l l  b e  fo r  m ovies, n a t io n a l  a ssem b lie s  and to  
pay f o r  a d v e r t is in g  and a u d it in g  o f  accou n ts i n  th e  sp r in g .
HqmSITIOH FORMS
S ch o o ls  o f  a l l  s i z e s  should  be r i g i d  on th e  purchase  
o f  m a te r ia ls  and the i s s u in g  o f  ch eek s. The c la s s e s  sh o u ld  
be inform ed o f  th e  vm ue o f  r e q u i s i t io n s .  A sch o o l p o l ic y  
should  be e s ta b l is h e d  whereby the o n ly  means o f  pu rch asin g  
su p p lie s  s h a l l  be by r e q u is i t io n  form sign ed  by the p r in c i ­
p a l and sponsor or  tr e a su r e r . To make th e  p o l ic y  e a s i e r  to  
e n fo r c e , a l e t t e r  should  be s e n t  to  a l l  businessm en inform ­
in g  them t h e  sch o o l w i l l  n o t  pay fo r  any a r t i c l e s  purchased  
w ith ou t a r e q u is i t io n  form . The r e q u is i t io n  form s sh ou ld  be 
made out in  t r i p l i c a t e  and nunbered. The o r ig in a l  copy sh ould
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be d e liv e r e d  to  the m erchant, the second should remain f i l e d  
in  the o f f i c e ,  and th e  th ir d  copy should  be h e ld  by the or­
g a n iz a tio n , sp on sor, or tr e a su r e r . When th e  b i l l  i s  retu rn ed  
w ith  the r e q u is i t io n ,  a  check should be paid  to  th e  concern , 
and th e  b i l l  shou ld  be f i l e d  in  the o r g a n iza tio n  f i l e s .
R egard less o f  th e  s i z e  o f  the sch o o l or th e  amount o f  
a s s is ta n c e  the a d m in istra to r  may have, th e  enforcem ent o f  the  
use o f  r e q u is i t io n  form s i s  e s s e n t ia l  fo r  good sch o o l proce­
dure. There w i l l  n ever  be any r e p e r c u ss io n  a s to  the a u th o r i­
z a tio n  to  buy s u p p lie s  so  lo n g  a s the form  i s  p rop er ly  s ig n ed  
and t r i p l i c a t e  c o p ie s  are on hand.
R iere are many ty p es o f  r e q u is i t io n  form s, but one 
o r ig in a te d  to  meet th e  p a r t ic u la r  needs o f  a sc h o o l would  
be th e  most ad eq u ate. The sample c o p ie s  found on pages 28^ 
and 2 9 8  could be used to o b ta in  id e a s  f o r  d evelop in g  a s u i t ­
ab le  r e q u is i t io n  form . There w i l l  be no p e r fe c t  form, but  
w ith  some in g e n u ity  a good form can be d ev e lo p ed .
CASE RECEIPTS 
The c e n tr a l trea su rer  sh ou ld  n ever  f in d  h im se lf  too  
busy to  accep t money in to  the stu d en t treasu ry  w ith ou t i s ­
su in g  a cash  r e c e ip t  fo r  the d e p o s it .  This r u le  sh ou ld  be 
fo llo w ed  by stu d en t tre a su re rs  who r e c e iv e  money in to  the  
c la s s  fu n d s. The c la s s  tr e a su r e r s  w i l l  then  g e t  In  th e
iR e q u is it io n  Form, Park County High S ch o o l, L iv in g ­
s to n , Montana, p . 2 8 .
S R eq u isitio n  Form,;?Flathead County High S ch o o l,
E a i i s p e l l ,  Montana, p . 29%
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FIGUBS 3 
REQUISITION FORM
PURCHASE AND DISBURSEMENT
VOUCHER . 
ASSOCIATED STUDENTS
_Hlgh School 
________ 19Date
To
{Name o f  M erchant;).......
You a re  a u th o r iz e d  to  f u r ­
n i s h  th e  fo l lo w in g  goods:
To _______________ ________
(Name o f  O rg a n iz a tio n )
Sponso r
Number 000
D ate P a id 19
Check No. 
Amount
INSTRUCTION TO STUDENTS: 
R re se n t w h ite  v o u ch er 
to  m e rc h a n t, c a l l i n g  h i s  
a t t e n t i o n  t o  th e  number 
and " I n s t r u c t i o n s  to  
M e rch a n t."
INSTRUCTIONS TO îfflRCHANT: 
P le a s e  a t t a c h  t h i s  vou­
c h e r  to  y o u r m onth ly  
s ta te m e n t and c h a rg e  to
 ASSOCIATED STUDENTS
High School
We m ust have th e  vou­
c h e r  number in  o rd e r  to  
charge  the  o rg a n iz a t io n  
o b ta in in g  t h i s  m erchan­
d i s e .
Paym ent app roved : 
D ate 19
th r in c ip a lT
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FIGDRE 4
REQUISITION FORM
J D c t i  / c n
H. S . ASSOCIATED STUDENTS 
 , Montana No, 1701
'OJUL.R e q u is it io n  on tHe funds o f  the £ rÆ J iA m .m j7 C Â
which are on d e p o s it  w ith  the (o rg a n iza tio z
trea su rer  o f H. 3 .  A sso c . S tu d en ts .
j  o o ^  _
______ c M c e jg ^ .__ _____________ e i r ___ yO S JL .
For the purchase o f:
Amount
P ayable to:
NOT AUTHORIZED UNLESS SIGNED 
Date V  - ^  19Æf . T reasurer
8ponsor___ r ^ ^ § r i m  / t n w t m ^ ....
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h a b i t  o f  p l a c in g  th e  money i n t o  th e  h an d s  o f  th e  c e n t r a l  t r e a s ­
u r e r  a f t e r  b a la n c in g  th e  t o t a l  w i th  th e  r e c e i p t s .  A r e c e i p t  
w i l l  be  o b ta in e d  fro m  th e  o f f i c e  f o r  th e  am ount d e p o s i te d ,  
and th e  r e c e i p t  sh o u ld  be k e p t  b y  th e  c l a s s  t r e a s u r e r .
The s tu d e n t  r e c e i p t s  c o u ld  be  o f  th e  g e n e r a l  d u p l i ­
c a te  r e c e i p t  fo rm  shown on page 3 2 . The s tu d e n t  m ak ing  th e  
paym ent w ould  r e c e iv e  th e  o r i g i n a l  copy , and th e  t r e a s u r e r  
w ould  keep th e  d u p l i c a t e  i n  th e  r e c e i p t  b o o k . The c e n t r a l  
t r e a s u r e r ’ s r e c e i p t s  s h o u ld  b e  i n  t r i p l i c a t e  fo rm . The de­
p o s i t o r  sh o u ld  r e c e iv e  th e  o r i g i n a l ,  th e  se c o n d  copy  sh o u ld
be f i l e d  in  s tu d e n t  f o l d e r s  and u s e d  f o r  th e  o f f i c e  o r  cen ­
t r a l  t r e a s u r e r ’ s n e e d s ,  an d  th e  t h i r d  r e t a i n e d  to  s im p l i f y  
a u d i t i n g .
D i f f e r e n t  ty p e s  o f  r e c e i p t  fo rm s a r e  p r e s e n te d  on 
p ag es  5 1 ,5  5 2 ,4  and  5 3 , 5  b u t  r e g a r d l e s s  o f  th e  s t y l e  o f  
th e  c a s h  r e c e i p t s  u s e d , i t  i s  v e r y  im p o r ta n t  to  num ber th e  
s h e e t s ,  and a l l  v o id  c o p ie s  a r e  k e p t  i n  o rd e r  w ith  th e  r e s t
o f  th e  u sed  r e c e i p t s .  V/hen th e  tim e  f o r  th e  a u d i t i n g  o f  th e
books a r r i v e s ,  i t  w i l l  be  a tim e  s a v e r  to  h ave  a l l  th e  r e ­
c e i p t s ,  from  th e  f i r s t  t o  th e  l a s t ,  f i l e d  in  o r d e r .
An e x c e l l e n t  p ro c e d u re  w ou ld  be a s  f o l lo w s :  to  co u n t 
th e  money handed in  by  th e  s tu d e n t  t r e a s u r e r ,  to  make o u t  a  
r e c e i p t  f o r  th e  amount and g iv e  th e  d e p o s i to r  th e  o r i g i n a l
5 o f f i c i a l  R e c e ip t ,  D enton  S c h o o ls ,  D en ton , h o n ta n a .
4 c a sh  R e c e ip t ,  H arlow ton  S c h o o ls ,  K a rlo w to n , M ontana . 
5 c a sh  R e c e ip t ,  Moore S c h o o ls ,  M oore, M ontana.
R eproduced with perm ission of the copyright owner. Further reproduction prohibited without perm ission.
-3 1 -
?IGUHE 5 
CASH RECEIPTS
OFFICIAL RECEIPT 
S choo l D l a t r l o t i f /  
O g/7 / 0 /? . M ontana, / /  1 9
From
C la ss  ___ ^A £ n & ..
A
M
0
u
N
T
e^r4rai
e fo  / /
O rg a n iz a tio n
C la ss
S choo l lu n ch
A th le t i c  Fund X / f t 0C
/ ^ o o  /"# a * r t«
R e c e ip t  No. R eC
1922
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TIGURE 6 
CASH RECEIPTS
R ece ip t  
STUDENT TREASURER
O f
____________HIGH SCHOOL
. Montana
*ReoelTe& fr<ai
19
fo  l e  J f e H W  a s  Ye! .ows:
'
Remaries
Bom l a  M  " ■ ' Ë eoeived  laj
Cash
Cheek
No. 10484
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FICHJHB 7
OJ^SE HBCZIFT3 A.
No. Date 19
From
ReoelTod D o lla rs
In  payment fo r :
A c t iv i ty  T ick et Looker D ep o sit
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copy , to  f i l e  th e  seco n d  copy i n  a  s p e c i a l  c o n t a i n e r ,  and 
to  p la c e  th e  t h i r d ,  w ith  th e  c a sh  r e c e iv e d ,  in  th e  v a u l t  o r  
in  a  d raw er f o r  m oney,
CHECKS
The m a jo r  c o n c e n su s  r e s u l t i n g  from  t h i s  su rv e y  i s  
t h a t  a l l  checks o f  th e  s tu d e n t  a c c o u n t in g  sy s te m  sh o u ld  b e  
c o - s ig n e d .  I n  s m a l le r  s c h o o ls ,  i t  may b e  fo u n d  t h a t  th e  
b e s t  s o l u t i o n  i s  to  h av e  checks c o - s ig n e d  by  th e  t r e a s u r e r  
o f  th e  s tu d e n t  c o u n c i l  and  th e  c e n t r a l  t r e a s u r e r ,  u s u a l ly  
th e  s u p e r in te n d e n t .  C o -s ig n in g  o f  c h e c k s  a c t s  a s  good p ro ­
t e c t i o n  f o r  th e  s u p e r in te n d e n t  a s  i t  shows h e  i s  n o t  t a k i n g  
th e  a u t h o r i t y  o f  w r i t i n g  ch eck s i n  h i s  own nam e.
I n  th e  l a r g e r  s c h o o ls ,  when a  man i s  h i r e d  to  spend 
p a r t  o f  h i s  tim e h a n d l in g  s tu d e n t  a c c o u n t b o o k s , h e  sh o u ld  
be  a c o - s ig n e r  o f  a l l  c h e c k s .  He i s  h e ld  r e s p o n s i b l e ,  by 
th e  s u p e r in te n d e n t ,  f o r  a l l  o f  th e  money p a s s in g  th ro u g h  th e  
s tu d e n t  a c c o u n t in g  s y s te m . The seco n d  s i g n e r  sh o u ld  be e i ­
th e r  th e  p r i n c i p a l  o r  s u p e r in t e n d e n t ,  whom ever h a s  c h a rg e  
-o f th e  h ig h  s c h o o l ,  a s  he i s  r e s p o n s ib le  f o r  t h a t  p h a se  o f  
th e  s c h o o l o p e r a t i o n .
Some c h e c k  form s a r e  made o u t  w i th  a  ca rb o n  and  dup­
l i c a t e  s h e e t  to  h a n d le  th e  r e c o r d in g  o f  in fo r m a t io n  u s u a l l y  
h a n d le d  by th e  s tu b  form  o f  a  ch eck  b la n k .  An exam ple o f  
t h i s  fo rm  i s  shown on p ag e  3 6 ,6  The o t h e r  check o n  p ag e  37
6 ch eck  Form , P a rk  County H igh S c h o o l ,  L iv in g s to n ,  
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18 a  t y p i c a l  check: b la n k  w i th  p r o v is io n s  made f o r  c o - s lg n -  
e r s . ?
B oth  th e  check and  th e  s t a b  sh o u ld  be num bered, and 
th e  s tu b s  shou ld  be a c c u r a te ,  a s  t h i s  cou ld  be  a  c h e c k in g  
system  f o r  the  a u d i to r .  The c a n c e l le d  check  shou ld  be  s t a ­
p le d  to  th e  p a id  s ta te m e n t and a ls o  to  the  r e q u i s i t i o n  form . 
;The s t a p le d  m a te r i a l  sh o u ld  th e n  be p la c e d  I n  th e  f i l e s  un­
der th e  p a r t i c u l a r  o rg a n iz a t io n  ch arg ed  f o r  th e  p u rc h a s e .
STUDENT ACCOUNTING FIIÆS 
I A s tu d e n t  a c c o u n tin g  f i l e  can  be a  tim e  s a v e r  w ith
th e  m a te r i a l  b e in g  so u g h t a t  a  p e r s o n 's  f i n g e r  t i p s  when 
n eeded . V ery few s c h o o ls  a re  u s in g  t h i s  m ethod, b u t  th e  
f i l e  I s  one o f  the b e s t  p la c e s  f o r  s to r i n g  m a te r i a l s  su c h  
a s  c a n c e l le d  ch eck s and a c c o u n tin g  a i d s .
A f o l d e r  I s  made f o r  e ac h  o r g a n iz a t io n  In th e  s c h o o l ,  
and a  f i l i n g  c a b in e t  I s  p ro v id e d  f o r  them . I n  t h i s  f i l e ,  
a l l  th e  d u p l ic a te s  a r e  f i l e d  f o r  e ac h  o r g a n iz a t io n  I n c lu d ­
in g :  c a n c e l le d  c h ec k s , r e q u i s i t i o n s ,  p a id  b i l l s ,  d e p o s i t  
s l i p s ,  and  any o th e r  m a te r ia l  p e r t a in in g  to  t h a t  o rg a n iz a ­
t io n .
JOUBNAL-USDGSRS
W ith  th e  many s t y l e s  o f  l e d g e r s  and  th e  co m p le ten ess  
o f  the  b o o k s , th e r e  shou ld  be no excuse  f o r  h a n d lin g  th e  ac ­
c o u n ts  I n  th e  m a k e - s h if t  m anner u se d  In  some s c h o o ls .
7check Form, W hite S u lp h u r  S p r in g s  H igh  S ch o o l, 
W hite S u lp h u r S p r in g s ,  M ontana.
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The c o s t  o f  th e  books i s  w i th in  r e a s o n  f o r  a l l  th e  
s c h o o ls ;  th e  tim e  s a v in g  e le m e n t i s  m ore th a n  enough  to  o f f ­
s e t  th e  p r i c e .  The c o s t  o f  a  b i g  l e a t h e r  c o v e re d  book w ith  
m e ta l  e d g e s , p lu s  one h u n d re d  p a g e s ,  i s  $1 5 . 1 5 . 8  T hese  
s h e e t s  in c lu d e  a  l a r g e  sp a c e  to  make th e  e n t r y ,  a  a n a l l  
sp a c e  f o r  th e  number o f  th e  o r g a n i z a t i o n ,  s p a c e s  f o r  r e q u i ­
s i t i o n  n u m b ers, check  n u m b ers, r e c e i p t  n u m b ers, b an k  d e p o s i t s ,  
th e  am ount o f  incom e, e x p e n d i tu r e ,  b an k  b a la n c e ,  c a sh  on h an d , 
an d , on th e  same d o u b le  p a g e , enough sp a c e  f o r  f i f t e e n  o r g a n i ­
z a t io n  e n t r e e s .
S M a tio n a l Lock M a s te r  B in d e r ,  Number 9788, T r ib u n e  
O f f ic e  P r i n t i n g  S u p p ly  Company, G re a t  F a l l s ,  M ontana ,
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CHAPTER V 
SÜIÜJARI AND RECOIÆÎENDATIONS 
SUmiARY
The p u rp o se  o f  t h i s  p a p e r  h a s  b een  to  p r e s e n t  a  p r a c ­
t i c a l  s tu d e n t  a c t i v i t y  a c c o u n t in g  sy s te m  t h a t  v f i l l  m eat th e  
s ta n d a r d s  o f  th e  S t a t e  Bank E x a m in e r , The c o n te n ts  a r e  a  
summary o f  th e  f i n d i n g s  from  a c c o u n t in g  sy s te m s  u se d  by s c h o o ls  
o f  d i f f e r e n t  s i z e s  i n  M ontana .
The s u rv e y  c o n d u c te d  h a s  s e rv e d  an  in te n d e d  p u rp o se  
In  d is c o v e r in g  t h a t  a  number o f  a d m i n i s t r a t o r s  w ere u s in g  
i m p r a c t i c a l  sy s tem s an d  w ere  i n t e r e s t e d  i n  s u g g e s te d  im p ro v e ­
m e n ts . The im provem en ts  have b een  g a th e r e d  from  th e  many 
good sy s te m s  d is c o v e re d  i n  t h i s  r e s e a r c h .
M ost o f  th e  a d m i n i s t r a t o r s  c o n ta c te d  i n  t h i s  s u rv e y  
w ere o f  th e  o p in io n  t h a t  th e  s t r o n g  p o in t s  o f  a  p r a c t i c a l  
s tu d e n t  a s s o c i a t i o n  a c c o u n t in g  sy s te m  w ere a s  f o l lo w s ;
1 .  The s t u d e n t s  s h o u ld  p la y  an im p o r ta n t  p a r t  in  
th e  s tu d e n t  a c c o u n t in g  sy s te m .
2 .  B u d g e tin g  s h o u ld  be g iv e n  a  f a i r  t r i a l .
3 . P u rc h a s e s  sh o u ld  n o t  b e  m ade, by s tu d e n t s  o r  
members o f  th e  f a c u l t y ,  w i th o u t  u s in g  a r e q u i s i t i o n  
fo rm .
4 . A c a sh  r e c e i p t  s h o u ld  be g iv e n  w i th  each  d e ­
p o s i t .
5 . A l l  ch eck s  sh o u ld  be c o - s ig n e d .
6 . A f i l i n g  sy stem  f o r  s to r a g e  o f  u se d  a c c o u n t-
— 41 —
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in g  m a t e r i a l s  sh o u ld  be u s e d .
7 ,  A s e l e c t  l e d g e r  s h o u ld  b e  u s e d  to  a s s u r e  a  s a t “ 
i s f a o t o r y  a u d i t  o f  th e  a c c o u n ts .
RECOMI/IEIÎDATIONS 
The v a lu e  r e c e iv e d  from  t h i s  s u rv e y  w as o f  g r e a t  aS “ 
s i  s ta n c e  in  d e v e lo p in g  a  p r a c t i c a l  a c c o u n t in g  g y s tem . A 
more w id e s p re a d  s u rv e y  s h o u ld  be c a r r i e d  o n , p e rh a p s  ev en  
a s  f a r  a s  th e  s t a t e  l e v e l .  A t th e  s t a t e  a d m i n i s t r a t o r s ’ 
m e e tin g , a  co m m ittee  c o u ld  be  named to  keep  th e  w ork a c t i v e ,  
W ith th e  co m m ittee  an d  S t a t e  D e p a rtm e n t o f  P u b l i c  I n s t r u C “ 
t io n  w o rk in g  t o g e t h e r ,  v a lu a b le  in f o r m a t io n  c o u ld  b e  f o r “ 
w arded to  s u p e r in te n d e n ts  b y  u se  o f  th e  s t a t e  b u l l e t i n s .  
T im ely r e a d in g  m a t e r i a l  c o u ld  b e  b ro u g h t  to  th e  a t t e n t i o n  
o f  sc h o o l l e a d e r s .  The S t a t e  Bank E x a m in e r’ s  r e q u i r e m e n ts  
sh o u ld  be p la c e d  i n  th e  han d s o f  th e  a d m i n i s t r a t o r s  a t  an 
e a r ly  d a te  to  a llo w  s u f f i c i e n t  tim e  to  d e v e lo p  a  p r a c t i c a l  
e x t r a - c u r r i c u l a r  a c c o u n t in g  s y s te m .
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